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WORK ASSIGNMENT

CONTRACTOR: Scientific Consulting Group, Inc.
CONTRACT NUMBER: EP-13-14-0H)]
WORK ASSIGNMENT NO: 3.7
WORK ASSIGNMENT TITLE: Ciraphic Design and Technieal Fditing Support
WORK ASSIGNMENT COR: Marisa I3, Thormon {thernion.marisa® epa.gov)
EPA/ORIARPINCRIO {(6608T)
1200 Permsylvania Ave, NW
Washington, D 20460
202-343-0237
Alternate WACOR
Tony Nesky (meskydonyi@epa,pov)
EPAYORIARPDICRIO (6608T)
1200 Pennsylvania Avenuoe, W
Washington, DU 20460
202-343-9597
PERIOD OF PERFORMACE: = December 31, 2016

. BACKGROUND

The mission ol the LLS. Environmental Protection Ageney s (EFA) Ofice of Radiation and
Indoor Alr (ORIAY is 0 protect the public and the covironment {rom harmiul EXPOSUTeS tor
radintion including radon. T'o assist in carrving out this mandate, it is the tesponsibility of the
Radiation Protection Division (RPD) to establish general envirenmental protection standards,
inform the public, interest groups. and other stakeholders of protection measures, and increase
understanding of radon and oher rodiation issues inside and outside of their homes. In arder to
accomplish this mission, RPD must be prepared with documents providing up-ta-date
information that is ¢lear, coneise, and casy 1o understand in order 1o maintain and enhance the
credibility of both EPA and the OfTice of Radistion and Indoor Air.

1. PURPOSE

The purpose of this work assigament is to obtsin contractor support for EIPA’s Radiation
Program communications and outreach projects and activities. This suppodt includes: graphic
design and layout of documents und information materials: providing assistance desipning Web
matertals: anid editing documents for grammar, spelling and comprehension, '

In mecting the requirements of this work nssignment, the contractor shall be in a suppaort
role and will NOT be invelved in the development of EPA policy, nor in any other activity
that is an “Inherently Governmental function,®
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I SCOPE OF WORK
Task I: Prepare Work Plan and Cost Proposal

The contactor shall submit to the work assigmment manager within 20 calendar days of the
approved work assignment, work plan that details the contractor’s approach for aceomplishing
the Wark Assignment, including a schedule of deliverables, stafTing plan {with statements of
experience), estimated labor hours and a detailed cost proposal on a task-by-task basis.

The cost proposal shall be submined to the work assignment manager within 20 calendar days of
the effective date of the approved work assignment. The cost proposal shall include the details
of the contractor’s approach for sccomplishing the work assignment, including a schedule of
deliverables, stafTing plan (with statements of experience), estimated labar hours and detailed
cost on a task-by-task hasis,

Task 2: Guidance and Technical Mreeting with EPA WAM

The Contractor shall meet with the EPA WAM 1o discuss particulars concerning the work
nssignment within 5 working days of the effective dite of this work assi grment,

Subsequently, the Contractor shall meet with the EPA WAM on an as-necded basis to receive
EPA guidance and discuss issues reparding all wsks indicated. The Hmes and dates for these
meetings shall be determined by the EPA WAM through technical direction. Meeting agendas
will be finalized at the start of cach meeting and will include agenda items from EPA WAM and
the Contractor. The EPA WAM and the Contractor will hokl meetings in the Conteaetor's office,
al the EPA WAM's oflice (Washington, DC) or via webinardtelephone,

Deliverables:
The Contractar shall artend meetings as requested by the EPA WAM and provide
detailed meeting notes to the EFA WAM within 5 working days of each meeting. For
cost purpases. estimate up to | meeting every other month or up to 4 meetin g8 during the
ol life contract.

Task 3:  Maierials Development, Layout and Graphics Design

The contractor shall ereate materials including, but not limited 1o: brochures, presentations, wel
pages, fact sheets, handouts, posters, exhibils, technical repont templates, report covers for the
Radiation Peotection Program. Work performed under this sk will be specified by the WaM
via technical direction, (SOW Relerences: Section F Part 2).

Deliverables:
The Contractor shall provide materiols os dirccted by the WANM s TD and schedule will
be discussed. For cost purposes, estirale up to 12 brochures or facisheets, one technical




report template, & posters or exhibits, 6 reports, bandouts or presentations and 12 web
[RLLES,

Task 4 Technical Editing

The contractor shall edit documents created by EPA’s radintion program for grammar, spelling
and comprehension. The types of documents under this task may include emergency response
presscripied questions and answers, federal radiation guidance technical docurments, mdiation
repulation fact sheets and other supporting material, Work performed under this task will be
specified by the WAM vin lechnical direction. (SOW Relerences: Section B Part ¢}

Deliverables:
The Contractor shall provide materinls as dirceted by the WAM s TD and schedule will
be discussed, For cost purposes, estimate up 1o 100 pre-scripted radiation questions and
answers, one federal goidance report, and ten fact sheets or other supporting diociments.

IV, TIME SCHEDULE AND DELIVERABLES

Specific completion dates will be developed when time frantes are clear and will be speeified vin
written technical direction (T13). All work assigoment deliverables must be provided in MS
Word pnd pdf or PowerPeint, or other specitied software, as appropriate. Sofiware used must be
compatible with ORIA software and equipment. Final deliverables must be provided to EPA
electronically and, for printing and reproduction purposes alse on CD unless atherwise specifiod
in the TD.

TASK NO: DELIVERABLE DUE DATE

Task 1. Work Plan, Proposed Budget, and  Within 20 calendar days after receipt of
Staffing Plan approved work assigoment,

Task 2 Initial Meeting with EPA WAM Within 5 working davs after approval of
Meetings and Meeting Notes approval of WAL Ongoing

Task 3, Materials Development, Layout and
Giraphies Design
Dirafi and Final Muterials As specified in T,

Task 4. Technical Editiag As specilied in TD.

ADDITIONAL WORK ASSIGNMENT REQUIREMENTS

The Work Assignment Manager (WAM) or Alternate WAM is autherized to provide technieal
direction that clarifies the Statement of Work as set forth in this work assignment. Techniceal
direction will e issued in writing or contioned in writing by the WAN within five (3) calendar



duys of verbal issuance, The WAM will lorward a copy of the technical dircetion to the Project
Oflieer. The EPA WaAM will provide written technical direction for all work performed by the
cantrzetor under tasks 2 of this work assignment, The WAM will forward o copy of the technical
direction to the Projec) Officer.

Final copies for all dovuments and muterials must meet EPA print specifications. Web materials
must meet Ageney web standards, including Section 508 requirements. Materials should be
developed in MS Word and PDF formats or, if applicable, ether specified softwane programs as
sprecd-upon by the contractor and WAM or in the technical direction.

A manthly progress and financial report shall be provided in accordance with the terms of the
comtract.



